Bb Getting Started with
Blackboard for Teachers

http://blackboard.ksbe.edu

Blackboard (version 6.1) is a learning management system that allows teachers to create and
maintain a virtual classroom environment by providing learners with the opportunity to
communicate with their instructors and peers online.

This tutorial covers:

* Blackboard Control Panel * User Management
* Content Areas * Assessment
*  Course Tools *  Support

*  Course Options
* Prerequisite: You will need to have a course set up in Blackboard with instructor access.
To begin the process of creating a course in Blackboard, please contact
Dorothy Hirata: doso@ksbe.edu, 842-8881.

Blackboard Control Panel

The Blackboard control panel button is only available to users with instructor access. It
contains the tools the teacher needs to add, revise, and update the different sections of the course
site.

1. Log into Blackboard:

a. Launch a Web browser and enter the |
URL for the Kamehameha Schools
Blackboard site
(http://blackboard.ksbe.edu). |
Click on the Login button.

b. Enter your Username and Password.
Then press the Login button and you -
will be given access to the course. ) W ey b
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2. Enter your course site:

a. Click on the course link under the
“Courses: Quick View” section of
the “Homeroom” tab page.

3. Access the Control Panel:

a. Click on the Control Panel icon @ Course Map

located below the menu bar. [@ Caniral Paral ] » a
Quick Unenroll

b. You should now be able to see the Control Panel. In the following sections, you will
be exploring each section individually.

e B . Z ==
Nr Blackboard Learning System™ (Release 6} =

Homeroom Cours atalog Web Resources System Admin

COURSE CATALOG > DISTANCE LEARNING ORIENTATION > CONTROL PANEL

KSBB101: Distance Learning Orientation - Dorothy So (Instructor)
Content Areas

couss o CONTENT AREA wJSER MANAGEMENT

Course Docur.. .~ Create |_ .
As:iignments

Course Tools

Announcements Digital Drop Box Test Manager
Course Calendar Messages Survey Manager

senemaCOURSE TOOLS

Discussion Boards Discussion Grader SUPPORT
Send E-mail Online Journal
gliaboration Contact System Administrator

Manage Course Menu Import Course Cartridge

seine. COURSE OPTIONS

Recycle Course Archive Course
Course COEK Resources
e ——— ——

) Powersd by Blackboard
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Content Areas

Instructors can use the tools within the Content Area section to post course documents,
assignments, external resources, and more.

1. To add course content:

a. Click on the link leading to the area you are going c“ = In m S / a
to insert your content. In this instance, [ am Course Documems|
selecting the “Course Documents” section. Assignments

b. Click on the Add Item icon. Another page will appear.

COURSE CATALOG = DISTANCE LEARNING ORIENTATION > CONTROL PANEL > COURSE DOCUMENTS

b [E3 Course Documents
\A

Add C2xFolder @@mExternal Link s CourseLink [, Test

c. Select a name for your content
or spec1fy your own name in the Name: T TR
bOX pI‘OVIded. or specify your own name: [Internet Policy \

Choose Color of Name:

© Content Information

d. Type in a description for your Toxt:

Please take a look at the unacceptable examples of Internet

1 use so that you are aware of the policies. In an online
Content under the teXt SeCtlon' environment, the primary mode of communication is through
email, discussion postings, and virtual chat. Before d

beginning your distance learning course(s), please make
sure you take a look at this document.

o e
\E Instructors can set the
name of Content Areas.

©smant Text OPlain Text OHTML ¢35 % S/Preview

e. Attach your content by clicking on the Browse button to locate your document.

@ Content

Files may be attached to the above informatien. Click the Browse butten to
select the file to attach from your computer. Alse, specify a name of the link

to this file.
o~

File to Attach: | (( Browse... >\

Mame of Link to File:

Special Action: [ Create alink ta this file 0|

-

\E Attaching a document is optional. If you decide to attach a document,
please be conscientious of users being able to view documents

(e.g. Word documents, PowerPoint, etc.).
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f. Select your document and click on Open. You should be able to see the document

file name appear in the “File to Attach” box.

g. Select your Options for displaying the content.

e

\E Content visibility:

Yes = available to students;
No = not available

Tracking:

Yes = tracks number of times
link was viewed by students;
No = does not track students
Date restrictions:

Allows the instructor to display
content within a specified time
period. If you want to display
content indefinitely, leave this
area unchecked.

€ Options

Do you want to make the content visible ?
Do you want to add offline content?

Do you want to track number of
views?

Do you want to add metadata?

Choose date restrictions

®ves Ono
Dives ®no

@ves Ono
Cves ®No

Ei- Display After
[Jun #][16 2][2004 2]

™ pisplay Unti
[Jul_[#])[26 ¢](2004 2]

h. Click on Submit and OK to complete the process.

@ Submit

Click "Submit” to finish
Click "Cancel" to abort this process.

Cancel

End Result ——p

Getting Started with Blackboard for Teachers

L] Content Receipt

Cortant saded
intermet Polic
Antermet_Policy_Shudent gt

Internet Policy

Interet Policy Student. pdf (10827 Bytes )

Please take a look at the unacceptable examples of
Internet use so that you are aware of the policies. In
an online environment, the primary mode of
communication is through email, discussion postings,
and virtual chat. Before beginning your distance
learning course(s), please make sure you take a look
atthis document

o) (Eomore)

© 2005, By Dorothy Hirata for Kamehameha Schools Virtual Strategies/Distance Learning




Folders within the content area can be used to organize course content
(e.g. You have 5 units in your course and each unit has 10 documents. You
can separate documents into different folders, one for each unit).

2. To add a folder within your Course Content area:

a. Click on the Add Folder icon. Another page will appear.

COURSE CATALOG = DISTANCE LEARNING ORIENTATION > CONTROL PANEL > COURSE DOCUMENTS

[E3 Course Documents

\

Add (Fultem (C2mFolder) @@mExternallink [EZaCourselink [P, Test

a

@ Folder Information

b. Select a name for your content or specify

) . Name: Course Documents =
your own name in the box provided. orspecity your own nare: Dot ~
Choose Color of Name:
.

Text:

C. Type in a description fOI' your fOlder under Contained within this folder are your documents for Unit 1 \
C

the text section.

® smart Text CPlain Text O HTML ‘/; @<y ¥ E"Prewew

d. Select your Options for displaying your content and click on Submit when ready.

@ Options
Do you want to make the folder visible? @ yes i R 4
A B \E Notice I have
left the display
O Display unte d check boxes blank.
This indicates that
— — the document will
© submit be displayed
Click “Submit” to finish. Click "Cancel” to abort this pracess. indeflnitely until I
modify changes.

3 (21s oot
Contained within this folder are your documents for
End Result ——p it
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One advantage of Blackboard is the flexibility it allows instructors to link to
external Web sites, allowing students to remain within one interface while
connecting to other sites.

3. To add an external link within your Course Content area:

a. Click on the Add External Link icon. Another page will appear.

COURSE CATALOG = DISTANCE LEARNING ORIENTATION > CONTROL PANEL > COURSE DOCUMENTS

[E3 Course Documents
Add (Faltem ﬁ;}.—.Folcg @ External Link) [EZaCourseLink [, Test

b. Type in a name for your external I Excay sl Link koo bor
. Name: |KS Distance Learning
link. Enter the URL (web. address) -y e ——
Of the eXtemal Slte' T}{pe ln a' Description: For more information about ongoing distance learning
descr]ptlon for your Vlewers, projects, please visit the Kamehameha Schools Distance

Learning Web site.

©sman Text OPiain Text OHTML ¢33 & E¢Preview

c. Select your Options for displaying your content and click on Submit when ready.

© Options
Do you want to make the External Link @yes : No
visible?
Launch Item in external window Oves @no
Do you want to track number of ®ves Ono
views?
Do you want to add metadata? Dyes @ne
Choose date restrictions — c
— Display After
:
8 Display Until
O Submit

Click "Submit” to finish. Click "Cancel” to abort this process.

concel ( subens )
=

. N l: Modlm} IC Copy ) CRemwe)
~ |KS Distance Learning
Elld ReSlllt —> For more information about angoing distance ‘:“'W‘""G )

learning projects, please visitthe Kamehameha
Schools Distance Learning Web site.
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The Assignments area allows instructors to post assignments with comments for students
to complete. In addition, this function allows students to turn in their assignments. Instructors
can then view the assignments and provide grades within the gradebook area.

1. To add an assignment:

a. Within your Course Cont area, select Assignments from the pull down menu and
click on the Go button.

Q},sgleﬂ;[ Learning Unit ¢GE ) -
[ ¥ Learning Unit ﬂ W The pull down

Surve menu is located on
i the right hand side
LRN Package of the toolbar.

ADI WYSIWYG Editor

@ Assignment Information

Ca IName iAssignmemM i‘ b

b. Type in a name for your

assignment. oh
: iz Mes
c. Insert the number of points Pasebie |
the aSSIgnl’nent IS WOI"[h and Instructions |Please complete assignment#1 by using the Word template

provided

include specific instructions
for the assignment.

@ smantext Opiain Text OHTML fy <29 %5 B Preview
. @ Options
d. Select your Options for Makethe  @ves Ono
displaying your available
i Track Oves ®
assignment. Track - Oves @No

views

Choose Display After \ d

?:;:rictions [Dec C][ o5 :][ 2005 ¢]
=0 ) )
" Dispay Until
[Dec #][01 #][2005 ]|
(=50 2)(Av =)

e. To include an attachment, click Browse to locate your file.

€ Assignment Files

File To WebsitePlan_Template.doc
Attach W
Name of | e

Link to
File

Currently
Attached
Files:
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f. Click Submit to complete the process.

@O Submit

Click "Submit” to finish. Click "Cancel” to abort this process

End Result ——p [?J

f
V'

Assignmem#1

Modify

Please complete assignment #1 by using the

Waord template provided.

>> Wiew/Complete Assignment: Assignment #1

2. To view and grade assignments once they are turned in:

a. Go to the Control Panel arca
and click on Gradebook to
access the gradebook.

Test Manager
Survey Manager

Pool Manager

Gradehank v\
Gradebook Views

Course Statistics

Ramove

b. Locate the red exclamation point and click on it.
This indicates that a student has turned in their
assignment.

D

&<+—c

c. Click on View to view the assignment.

@ Assignment Information

d. Grade and provide feedback as
necessary for each assignment.

Mame (70
Instructions  Listod interview questions

Claar
Atlamps

6 Student's Work

Student’s (nune}
Comments

Click this bunan 1 clear mis anamet, {_Clear Anemat )

€ Feedback to Student

outol§ 0

Grage

Comments

File To

{habs Anstnar File')
Anach

" Browee.

Gusrently
Attached
Files:

) Instructor Nates

Motes

\E For this section, we will not be covering the creation of tests. Tests will be covered in
the “Assessment” section. This tutorial focuses on essential components for instructors.
For a complete manual, please refer to the “Online Manual” section.
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Course Tools

The Course Tools area contains communication and collaboration tools allowing instructors

and students to interact with each other. Some tools covered within this section include:
Announcements, Course Calendar, Staff Information, Discussion Boards, Sending Email,

Collaboration, Digital Drop Box, and Discussion Grader.

2. To add an announcement for students within your course:

a. Click on the Announcement link. D
Anoth i1 Digital Drop Box
nother page Wi appear' Course Calendar Messages
Staff Information Glossary Manager
Tasks Link Checker
a Discussion Boards Discussion Grader
Send E-mail Online Journal
Collaboration
b Click on the @} Add .I\DDI:ILIHDEITIEFI[| @ Anncuncement Informaticn
: Suject: [
button. Fill in the Anouncement Massaae T e e oo s
. : 0 gRar i for SaiAnCe lsaming
Information and select your
. . @ smanTen Crain T CHia i e T EFevew
Options of when to display the oloss
announcement for your students. abena sho 1 anncunoaroent s cosets i page. G eu O
I!:_:I.’:J.I:‘:E:I:II: show this announcement
[ _s)(02 s)(2004 )@
[5 =)(EE =) (A 2]
(08 £)(55 < )[am <)
c. Click on Submit and OK when ready.

@ Submit

C

Click "Submit" to finish.

Click "Cancel” to abort this process. /

Cancel ,l

[E Announcement Receipt

uncement updated
Fri, JUTO82004 - Welcome
Welcome to yoUrdistance learning orientation experience. Throughout
this week, you will fami ourself with Blackboard to gear up for
your upcoming distance learnime

2

4754 AM

VIEW TODAY VIEW LAST 7 DAYS | WIEW LAST 30 DAYS VIEW ALL
June 25 - July 2, 2004
Fri, Jul 02, 2004 -- Welcome
Welcome to your distance learning orientation (Remove )

End Result ———p

Getting Started with Blackboard for Teachers

experience. Throughout this week, you will
familiarize yourself with Blackboard to gear up for
your upcoming distance learning course.

Paostad by Dorothy So
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The Course Calendar can be utilized by instructors to post dates and
events on the calendar of all students registered in the course.

2. To add an event onto the course calendar:

Course Tools
Announcements

Course Calendar

a. Click on the Course Calendar
link. Another page will appear.

Digital Drop Box
Messages

Staff Information Glossary Manager
Tasks Link Checker

a Discussion Boards Discussion Grader
Send E-mail Online Journal
Collaboration

b. Cllck on the D}A{id Event button. @ Event Information

Fill in the Event Title, Event o .
Description. Select your Event s e : Rt
Time. @omiod O i

c. Click Submit when you are ready. P e e fomm i

| Event Time

Event Dato: [u g0z 2][2004 2] @
Event Start Time: [ 10 2 |[00 & |[am 2|
EvemtEnd Time: [ 10 2[00 2](aM 2]

© Ssubmit

Click "Submir” 12 finish, click “Cancel” (o abort this
procass. ——

d. Click OK to confirm the addition Calendar Receipt
Event Added. d
Event Date: July 2, 2004
Title: Welcome!!

Fri Jul 2 10:24:01 2004

[l AdaBvant [ Ouick Jump

i Bar EWWLES W TN | AN

A July 2004 1

SUN [ TUE [ wes | THU [ i‘ s

End Result —8 —p : : z : B m
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The Staff Information page allows instructors to post contact information about
6 themselves, teaching assistants, and guest speakers. Setting up this page will
provide students with a resource to look up email addresses, office hours, etc.

2. To add an instructor profile into the staff information area:

a. Click on the Staff Information Course Tools
lnk A h 11 Announcements Digital Drop Box
1 * nOt cr page Wi appear' Course Calendar Messages
Glossary Manager
Tasks Link Checker
a Discussion Boards Discussion Grader
Send E-mail Online Journal

Collaboration

b. Clle on the @3’ Profile button_ @ Profile Information
Fill in your Profile Information. e e
First name: |Dorothy b
Last name: |so
E-mail: |doso@ksbe.edu /
Work phone: |808-842-8881
Office location: 1887 Makuakane Street L
Kekelaokalani Bldg., Rm 105
Honolulu, HI 96817
Office hours: 7:30 a.m.-4:30 p.m
. . @ Options
c. To include your photo (optional), -
- Do you want to make the @ vas g
click Browse to locate your Profile visible?
] A picture may be attached to the above infermation. For best
1mage ﬁle Include a personal results, the picture size should be about 150x150 pixels. You can
hnk to your Web page also specify a personal link.
Current Image: None c
. . . Profile image: |dora.jpg “Browse... )
d. Click Submit to submit your _ /
Personal link: |http:ﬂk5d|.k5be.edu
profile.
€ Submit d

Click "Submit” to finish. Click "Cancel™ to abort this process

Cancet ) st )

—

' .
@‘ E-mail: dosoi@ksbe.edu
Work phone: B08-842-8881
Office 1887 Makuakane Street
Location: Kekelackalani Bldg., Rm
End Result  EE—— 105
Honolulu, HI 96817
Office hours: 7:30 am. - 4:30 p.m.
Personal iy Jiksdl ksbe.edu
Link:

Getting Started with Blackboard for Teachers

11
© 2005, By Dorothy Hirata for Kamehameha Schools Virtual Strategies/Distance Learning




At this point, you are probably already familiar with the Discussion
Board and Sending Email features. The teacher interface and student
interface for these functions are very similar. If you would like further
instructions, please refer to your “Ins and Outs of Blackboard” handout.

2. To create a discussion posting or send email:

a. Click on the Discussion Boards or
Send E-mail links.

a _> Discussion Boards

Announcements
Course Calendar
Staff Information
Tasks

Send E-mail
Collaboration

Digital Drop Box
Messages
Glossary Manager
Link Checker
Discussion Grader
Online Journal

The Collaboration Tools allow the instructor and students to participate in real time lessons

collaboration sessions.

2. To join or archive a collaboration session:

a. Click on the Collaboration link.
Another page will appear.

a

Announcements
Course Calendar
Staff Information
Tasks

Discussion Boards
\A Send E-mail

Collaborationl

——=) and discussions. This tool could be utilized during virtual group projects. One useful
feature is the archive function allowing instructors to easily obtain a transcript of

Digital Drop Box
Messages
Glossary Manager
Link Checker

Discussion Grader

Online Journal

b. Click the Join button to begin your chat session.

Displaying sessions 1-2 of 2

d

B S —— E [ | S oo |
Session Name Tool Start Date End Date
s
Office Hours Lightweight Chat ( Join ) (Mannge ) (Remo\le)

2 Sessions
Displaying sessions 1-2

oK )

¢
\R Differences between different chat rooms: Virtual Classroom -
includes whiteboard and chat area; Lightweight Chat - chat area only

Getting Started with Blackboard for Teachers
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c. To archive the session, click the || button to Record and click OK.

i alals)

Blackbeard Virtual Classroom (=}

Bh ‘ EBview 23 cortrols [BClear €I End B Breakouts Lecture Hall (Moderator) ( %ﬂﬂ ] QJ

lassroom Tool Pl % = @ 3@|ﬁ@ 7w & &
Course Map

3 Whiteboard =]

@ 8 &

& Group Browser alalla] Name Archive
(3) Ask Question
&» Question Inbox (0)
Falilid s Set a name for this chat archive: c

M Jul 7, 2004 9:28°51 AM HST
RN [Z]Z][@ O] [T] Ce

Fill Color: (3 [+
Pen Color: | Black IJ']
LineWigth: "= +)
Font Size: | 36 R
| | |
Participants(1) |[Role |& (@] |[Al Takano left the session] Jun 16, 201
Dorothy So

[Dorothy So joined the session] Jul 7

& Compuse B Send
i Userinfo Private Message B :
2! o2 = 8E Joined session successfully.

d. Click the @ button to Stop archiving.

e. Click the Clear button to clear the archive for the next collaboration session.

‘Bb ‘ EH wiew (£ cortrals Clear) &# End  Ep Breakouts Lecture Hall (Moderator) Emi!l'_-

e/ d/

f. To view the archives after a recorded session, click on the Archives button.

Diiiaiini sessions 1-2 of 2

[S—— —| i
Session Name Tool Start Date End Date
Lacture Hall Virtual Glassroom
@ Office Hours Lightweight Chat
2 Sessions

Displaying sessions 1-2

Getting Started with Blackboard for Teachers

13
© 2005, By Dorothy Hirata for Kamehameha Schools Virtual Strategies/Distance Learning




The Digital Drop Box is a tool that allows instructors and students to
exchange files in an online environment. The teacher interface and student T,
interface for these functions are very similar. If you would like further 7
instructions, please refer to your “Ins and Outs of Blackboard” handout. § o?

2. To access the digital drop box:

a. Click on the Digital Drop Box Course Tools
. Announcements Digital Drop Box|
hnk. Course Calendar Messages
Staff Information Glossary Manager
Tasks Link Checker a
Discussion Boards Discussion Grader
Send E-mail Online Journal
Collaboration

Course Options

The Course Options area allows the instructor to manage all aspects of the course such as the
availability and accessibility of a course, appearance of course features, and importing of course
content or cartridges from 3rd party vendors.

P ¢

\K Since the Blackboard shell has already been created for you, the only feature we will
cover below is the Manage Course Menu section. This function is used to modify your
Blackboard navigation area.

1. To manage your course menu (navigation buttons):

a. Click on the Manage Course [Courseoptions __ |
Menu lll’lk Another ace WIH Manage Course Menu Import Course Cartridge
' p g /v Manage Tools Import Package
appecar. a Settings Export Course
Recycle Course Archive Course
Course Copy Resources
b. Toadd a Content Area, Tool Area, = b
Content Link, or External Link, ]

click on the appropriate buttons.

c. To change the order of the course
menu, click on the pull down menu
and select the appropriate number.

d. To modify a course menu item, click
on Modify.

& % | Extnrnal Links = )
Extarnal Link 1o hip skadi kabe edu

9% | stugart Tools
Tooi Aren

e. Click OK when you are ready to
move on.

& Getting Started with Blackboard for Teachers 14
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User Management

The User Management area allows the instructor to manage students enrolled in the course.
Instructors may add and drop individuals, create new users, or create groups of users for virtual
group projects.

P 4
\E For each course, the administrators will take care of student enrollment for each course.
You will not have to worry about creating new users or adding individuals to the course.

1. To list students enrolled in the course:

a. Click on the List / Modify Users (T wodiy sers
hnk Another page Wlll appear. Create User \Remove Users from the Course

Batch Create Users for Course Manage Groups

~a

b. Click on the List All tab and the List All button. All students enrolled in your course
will be listed below.

[E1 List / Modify Users

SEARCH AZ0-9 | ADVANCED

NOTE: Depending on the number of records, this function may
take some time to process. Click the List All button to show the
list.

31 user(s) located

Displaying records 1-25
NAME USER NAME  E-MAIL ROLE
Ahu, Tiare tiahu tishu@ksbe.edu Instructor
Archuleta, Mia miarch05  kauaichicka@hotmail.com Student
Balutski, Michelle-Angeli mibalu05  mmkbalutski@yahoo.com Student
Bruno, Bronson brbrun05  tvpical hawaiian2005@yahoo.com Student

2. To change and reset password for students:

User Management

a. Click on the List / MOdify Users m Enroll User

h ] Create User Remove Users from the Course
* Batch Create Users for Course Manage Groups
~a

b. Click on the Password button.

[EQ List / Modify Users

SEARCH Az o ADVANCED LISTALL

NOTE: Depending cn the number of records, this function may
take some time to process. Click the List All button to show the

list.

31 user(s) located
Displaying records 1-25

NAME USER NAME  E-MAIL ROLE b
Ahu, Tiare tiahu tishu@ksbe.edu Instructor W Properties )

Archuleta, Mia miarch05  kauaichicka@hotmail.com Student
Balutski, Michelle-Angeli mibalu05 — mmkbalutski@yahoo.com Student
Bruno, Bronson brbrun05  tvpical hawaiian2005@yahoo.com Student
Getting Started with Blackboard for Teachers 15
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C. Type a new paSSWOI'd and @ Change Password for tiahu
Verify it. Click Submit Complete this form to change the password for user tiahu.
and OK to complete the “Password I

process. “Verify Password [

-
Required Fieid

Click Submit to finish. Click Canc

=

3. To create and manage virtual groups:

a. Click on the Manage Groups User Management a

. . List / Modify Users Enroll User
link. Another page will appear. | create user Remove Users fromhg Getliea
Batch Create Users for Course I Manage Graug-.il

b. Click on the . acecow button.

@ Main Group Information

c. Fill in your Group Group rame: [Gr
Information. Description: errs‘ngorﬁ;gv;:g]\:g{k together this semester to complete the

d. Select your Group Options.
These options will provide a C
separate area for each group to
communicate and work with @ smart Text OPiain Text OHTML ¢ ¢35 & S/Preview
each other.

@ Group Options

M Enable Group Discussion Board Function

c. Clle on Submit to ﬁniSh ™ Enable Group Virtual Classroom Function
addll’lg a group # Enable Group File Exchange Function

M Enable Group E-mail Function

Make group visible now: Bves Tno 4 d

© Submit

Click " Submit " to finish. Click " Caneel " to end this process and retum to the

top of Manage Groups.
) - <— (&

f. Click on Modify to manage groups.

Group File Exchange : & Group Discussion Board : & Group Virtual Classroom : B4 Group Email :

& Group 1 .}
This group will work on the technology project.

OK )

Getting Started with Blackboard for Teachers 16
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g. Click on Add Users to Group to add
group members to the selected group.

b Group Properties

Set options for this group.

Add Users To Group

group.

P List Users In Group

Select the List All tab and
click on the List All button.

i. Select the students you would

like to add to a particular group. = e usen e e
| Ahu, Tiare tiahu tiahu@ksbe edu
Archuleta, Mia miarch0§

List all the users in this group.

SEARCH | Azoa

31 user(s) located
Displaying recards 1-25

& <

kauaichicka@hotmail.com

<4+—— a

NOTE: Depending on the number of records, this function may
take some time to process. Click the List

list.

All button to show the

G=)

/h

ROLE
Instructar

Student

RED&R

j.  Click Submit when you are
done with your selections.

Assessment

Balutski, Michelle-Angeli  mibalu05 mmkbalutski@yahoo.com Student
Bruno Bronson Behoun0s.loical 200500 o udent
Bryant, Tracy trbrya05 O5trbrya@ksbe edu Student

The Assessment area allows the instructor to create tests or surveys, input student grades, and
access student course statistics.

1.

To create a test:
a. Click on the Test Manager link.
Another page Wlll appear. Test Manager Gradebook
Survey Manager Gradebook Views
Pool Manager Course Statistics
b. Clickonthe Z#agatest buttonto ©@mwsme
. Mame: ]'W.r(.,,—
start setting up your test. puscrpton:
c. Insert your test name, description,
and instructions.
O smart Text Cptain Tent OHTML ) ¢85 55 [ Provdew
d. Click on Submit when you are e
ready to move on.
O sman Toxt Upioin Tout Oy oie 3¢ 17 Pre
 su

W Getting Started with Blackboard for Teachers

Glick ~Sulmif~ 1 finish Click “Canoel™ o aboet this process

: /d

D
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2. To insert a question:

a. Use the Add Question pull down menu to select the type of question you would like
to insert. Click on Go to insert the question.

Add Questiol [ Multiple Choice I = ] GO Creation Settings

Name: Chapter 1 Test
Description:
Instructions: AddQuestlon:[ v Multiple Choice
Choose a question type from the "Add Questic | True,’FaIse
assessment Name: G Multiple Answer
Description: Ordering
Instructions: Matching
Fill in the Blank
Choosea questii ¢ say |
Random Block
From a Question Pool or Assessment
Upload Questions
. : S
b. Depending on the type of question you o R

select, you will be prompted to insert the
appropriate information.

P ¢
\R Don’t forget to insert a point
value for your question.

o O fy

¥

End Result —m8 ———p 0 7
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3. To modify test options:

a. Click on Modify the Test Options link.

3 | Modify the test options |< a
IModify the test options, such as availability and feedback

b. Under the Test Availability € Test Availability
Secti()n, your Options include Do you want to make the link visible? @ vas ) g ;
. . . . Do you want to create an announcement for this Quiz? ) ves & o
Settlng the test tlme llmlt’ ] Allow multiple attempts: Permit students lo take this assessment multiple times,

: Force Completion: Students must complete the assessment the first time itis launched

1 1 @ Set time limit: Set the amount of time students have to finish this Test
length of time test is Seine Ik i e s / b

available to students, and a R e

password protection option. (05 <][0
. The Test Feedback section et |
[l se
C Set password Require students to enter a password to access this Test
allows you to choose the g e
‘est Feedbacl
amount ‘of fepdback you —
WOLlld llke dlSplayed tO your ~,  Score only:
' Only the final score is presented
students after they complete Detabed Resuts:
the test (O] ';:ivjéu’denm answers, whether they are correct, and the final score are presented but not the correct c
: irz%u;"l:céjgrﬁ:'a‘::\:;eﬁﬁ;e correct answers, and the final score are presented but not any guestion
d. The TeSt Presentatlon ~, Detailed Results, Correct Answers and Feedback:
. . . ~  The student's answers, the correct answers, feedback for the questions, and the final score are presented
secFlon gives the mstructor Fo——
options of displaying all test Presemtation Node:
queStiOl’lS at Ol’le time OI' a All at Once: Tr?e student is presented the entire assessment on one screen \
. . . . o, One ata Time. The 5Iudgm-\5 presented only one question at a time
queSthl'lS lnleldually. E Prohibit Backtracking: Prevent students from returning to questions they've already answered.
. ] Randomize Questions: Randomize the assessment guestions for each assessment attempt (each student will see d
Questions can also be arsiuifen)

displayed to students randomly.

The Gradebook area allows the instructor to view, modify, download and upload student
grades.

1. To add an item in the grade column:

a. Click on the Gradebook link T

in the Control Panel area. Test Manager 1\
Survey Manager Gradebook Views a
Pool Manager Course Statistics

b. Click on the Add Item button.

'ﬂﬁ(ﬁ-ﬂd Itamy DMunagu Items Gradebnﬁk Settings 'J_Hmnignt Grades Dc-wn}c:-ad Grades Llplc:-:ld Grades

P ¢
b \K You will not need to add items when you utilize the quizzing or
assignment functions.
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c. Type in grade item name, © temlntormation
“ Item Name

select a category, and 5

include a short description.

Category [ Assignment

Description [Assignment #1

e

ate

[ Nov ¢l 15 #][ 2005 2|3

5
e M LN
Display As [ Score 31
€ Options
. . Select No for the fi tion f ke this Gradebook it ilable in the Stud Gradebook.
d. Select the option of making itV o 1S S coind B 0 X T (el o, e Sy GACAA oS,
. . Gradebook items excluded from summary calculations are also excluded from weighting. Also note
1tem avallable to users or not. thatif some weighted items are included in calculations and other weighted items are not, grade
A . weight calculations will be skewed.
Also indicate whether or not Make tem @ yes o
. . available to
you would like to include the users.
: . s
item in gradebook score olude:  (SBYERIONG \
. Gradebook
calculations. scors d
calculations.

e. Click Submit and OK to © Submit (¢

Click Submit to finish. Click Cancel to quit.
complete the process. 8 Bnpiend el

2. To download grades:

a. Click on the Download Grades button. a

4 add ttem [[Manage ltems  [B=|Gradebook Settings '_|_'-wmgmc-.m:ie5 I Download Grades) "I Upload Grades

b. Select Comma or Tab @ Select Delimiter

delimiter and click Select the delimiter type for the downloaded file
Submit to download = =
Delimiter Typey — Comma '’ Tab
grades. : b
€ Submit

Click Submit to finish. Click Cancel to quit.

Cancel ) Submit

P ¢
\E The delimiter type helps indicate to the software you bring your
file into determine column separations in the spreadsheet.

c. Your grades should be downloaded onto your desktop. Bring file into Microsoft
Excel or any other spreadsheet program to view.
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Support

The Support area allows the instructor to research the online support site, view the instructor
manual, or contact the system administrator. Simply click on the appropriate links and you will
be led to a variety of resources.

Support
Manual
Contact System Administrator

Additional Questions

If you have additional questions, please contact Dorothy So: 842-8881 or
doso@ksbe.edu. Once you get started with Blackboard, there are additional animated tutorials
available from the Virtual Strategies/Distance Learning Departmental Web Site:
http://ksdl.ksbe.edu.

*Note: Instructors currently do not have the capability of creating new Blackboard users. This
helps prevent duplicate BB accounts for one user. If a user is already enrolled in Blackboard,
you may utilize the “Enroll User” function within your control panel to enroll them into your
course.
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